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— if you organize it properly (Aug., p 
2) 

Small Business’ Big Pitfalls—Five dead- 
ly mistakes made by managers of small 
firms and how they can be avoided (Tips 
for the Office—Aug., p. 66) 

Don’t Borrow Your Retention Schedule 

Shortcomings of canned records reten- 
tion schedules (Sept., p. 37) 

Negotiating Funds for Your Company— 
Sources of financing for small and medi- 
um-size firms (Sept., p. 60) 

Setting Work Standards—Methods of 
measuring worker performance and estab- 
lishing standard performance times (Tips 
for the Office—Sept., p. 65) 

Are Work Appraisal Interviews Really 
Effective—Pros and cons of requiring line 
supervisors to hold merit-rating inter- 
views with employees (NOMA _ Report— 
Sept., p. 74) 

How to Budget Funds for Raises—Work- 
ers’ wages should be increased in propor- 
—_ to job proficiency progress (Oct., p 
34). 

_Cutting the Costs of Correspondence— 
New ways to reduce time and money 
spent on business letters (Oct., p. 42). 

The Scientific Approach to Safety Ad- 
ministration—Accident prevention in busi- 
ness requires strict management control 
(Oct., p. 46) 

Training Supervisors With Films—Sur- 
vey of 25 companies demonstrates effec- 
tiveness of films as training devices (Tips 
for the Office—Oct., p. 70) 

Where Administrators Are Falling Short 

Top management's confusion about of- 
fice overhead continues because cost fig- 
ures for clerical functions are generally 
lacking (NOMA Report—Oct., p. 73) 

Selecting the Right Employees for Pro- 
motion—New York City survey shows 
fifteeii different methods are now being 
utilized to find ‘promotable’ workers 
(NOMA Report—Oct., p. 74) 

Human Relations Can Be Taught 
grams for teaching supervisors 
handling people (Nov.. p. 32) 

Statistics Tightens Error Control—Ap- 
plication of statistical sampling methods 
to clerical operations is not only possible 
but quite effective (Nov., p. 37) 

How to Construct Simplified Letters— 
Simplified business letters require a mini- 
mum of effort by both secretaries and 
readers (NOMA Report—Nov., p. 54). 

What You. Should Know About Moving 

Architect discusses five important fac- 
tors involved in planning a company move 
(Nov., p. 59). 

Delegating Budget Preparation 
should rely on your 


Pro- 
ski'l of 


You 
key personnel to pre- 


pare their own budgets (Tips for the 
Office—Nov.. p. 64) 

Automated, Integrated In-Plant Dupli- 
cating—How duplicating department can 


assume greater role in corporate opera- 
tions (NOMA Report—Dec.. p 

Spoken Words Versus Writing in Em- 
ployee Communications—Hughes Aircraft 
management sends messages via company 
telephone (Dec., p. 62) 


PERSONNEL 


Are Retirement Plans Too Old—The case 
for letting emplovees work past 65 (Per- 
sonnel Problem Clinic—Jan.. p. 10). 

Get the Right Man for the Job—You 
must not only choose him, but help him 


succeed (Personnel Problem Clinic—Feb., 
p. 10) 
Why Executives Change Jobs—One big 


reason, of course, is inadequate promotion, 
but there are other reasons also (Feb., p. 
20) 

Your Firm Can Be ‘Good to Work In’— 
Why employees change iobs: how to mini- 
mize your turnover (Feb., p. 22) 

Can the Unions Take Your Office—Union 
organizers will probably approach your 
workers; what you can do to combat this 
(Feb., p. 34) 

Spotting and Lifting Low Morale — 
Things employees gripe about are often 
not their real problems (Personnel Prob- 
lem Clinic—Apr., p. 13). 

Blame Yourself for Those High Costs, 
Mr. President—Some common top man- 
agement faults which result in lower 
profits (Apr., p. 32). 

How to Get Ideas from Employees—Peo- 
ple are most likely to produce valuable 
ideas when stimulated by management 
(Tips for the Office—Apr., p. 79) 

Is Your Secretary Indispensable—How 


DECEMBER 1963 


to make the most of her talents (Person- 
nel Problem Clinic—May, p. 12). 

Developing New Administrators—Your 
junior executives will follow example you 
set (Tips for the Office—May. p. 72) 

Absenteeism: Why It Happens, How to 
Reduce It—More can be done to control 
= problem than you realize (June, p 
22) 


The Job No Executive Wants—One way 
to handle distasteful task of terminating 
other executives (Personne! Problem Clin- 
ic—July, p. 12) 

A New Look at Worker Efficiency—Re- 
cent and surprising findings by e‘Ticiency 
experts and psychologists (Tips for the 
Office—July, p. 18) 

Motivating Employees to Think— Money. 
recognition, and competition spur work- 
ers to develop operation-improvirg ideas 
(July, p. 24) 

What Top Management Expects from 
Administraters Company presicent re- 
veals what he looks for in up and coming 
middle managers (July, p. 32) 


What Can We Learn from the Office 
Overseas—Personnel practices in foreign 
offices (Aug., p. 24) 

Starting the New Man Right How to 


orient newly hired employees (Personnel 
Problem Clinic—Sept., p. 10) 

Computers Are Not Managers -Several 
administrators comment on manager's ro'e 
in relation to electronic brain (Sept., p 
32). 

The Manager in Transition—-Once a doer 
now a delegator and planner, professional 
manager is constantly changing character 
(NOMA Report—Sept., p. 72) 

Baltimore Charts Personnel Policies 
Survey of smoking, appearance, borrow- 
ing, and employee marriage rules in Balti- 
more companies (NOMA Report—Sept., p 
76) 


Correc- 


harm than 
Personnel 


Are Your Reprimands Helpful 
tive criticism can do more 
good if not properly conveyed 
Problem Clinic—Oct., p. 17) 

The Crisis of Unemployed Youth —How 

nagement, in its own interest, can act 
io alleviate this national dilemma (Oct., 


26) 
Office Managers Must Produce— Respon- 
sibilities of a conscientious office manager 


(Personnel Problem Clinic—Nov., p. 12) 
The Costs of Running an Office—What 


Press 


a 
button 


various size 
companies are office personnel; how much 


percentage of employees in 


they cost their firms (NOMA 
Nov., p. 53). 

The Human Side of Relocation—Man- 
agement’s responsibilities to employees 
when it moves company (Personnel Prob- 
lem Clinic—Dec., p. 10) 

What Personnel Rotation Can Do for 
Your Firm—Shifting key people from job 
to job can produce better workers and 
managers (Dec., p. 32) 

Explain That Group Insurance—What 
employees should Know about this fringe 
benefit in order to appreciate it (Tips for 
the Office—Dec., p. 66) 


SELF-MANAGEMENT 


How to Control Your Calendar--Formula 
for coping with busy work schedule (Tips 
for the Office—Jan., p. 60) 

How to Sell Your Ideas ‘Upstairs’ 
Four techniques designed to win top man- 
agement approval (Mar., p. 22) 

Seven Ways to a Raise—Tips on making 
yourself more valuable to boss and com- 
pany (Tips for the Office—Mar., p. 66) 

What You Need to Know About the New 
Tax Rules—How and when to deduct for 
business travel, entertainment, and gift 
expenses (Apr., p. 22) 

Let's Talk About Your Ethics—Every 
executive, including yourself, serves three 
masters simultaneously Personal ambi- 
tion, company interests, and social pur- 
pose( May, p. 22) 

Why Managers Misuse Power—Confu- 
sion between personal anxieties and your 
business needs may make you over-ag- 
gressive with subordinates (Sept., p. 24). 

What Price Executive Glory—Wanting 
a higher organizational position and han- 
dling one couid be two different stories 


Report 


) 
Yourself for More Progress 
Methods executives can utilize to develop 


managerial ability and thus get ahead 
(Dec., p. 34) 
Make Your Decisions Effective—Prob- 


lem-solving can be reduced to five logical 
steps (NOMA Report—Dec., p. 55) 

Are Managers Heart Attack Prone 
Every man over 45 is a strong candidate 
for a coronary: what he should do to stay 
heelthy (Dec., p. 60) 
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Press... Presto with Electrofile! 


Here at last is automatic filing. You can 
quickly find a card, either alphabetically or 
numerically, simply by pressing a key, 
much as on a typewriter. And the card can 
be refiled at random. That's right. There's 
no need to file cards in any sequence order 
Misfiling? Impossible! File an entire card 
group at random, too. And find it instantly 
by pressing a button. One card or one hun 
dred file at random; find at once! 

Use Electrofile for personnel, purchasing. 
sales, customer, inventory, production, in- 
staliment, collection, many other records 


(Circle No. 14 on Reader Inquiry Card) 
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| Acme Visible Records, Inc | 

| 2112 ‘Vest Allview Drive, Crozet, Va | 

| Please have your representative | 

| explain how Electrofile can save | 
ime and money 
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Acme Visible Records, 
Agency- arg 


Inc. 87 


Addressograph-Multigraph Corp 4 
Agency—The Griswold-Eshierar 


Graphic Systems 


Agency aS we 


Administrative Management 


84, 85, 89 
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Advertising Council, Inc., The 74 
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Agency 


American Telephone G penpeaies Co. Busi- 
ness Equipment Sales 
Agency—N_ W. Ayer 


Lee Products Co. 


Agency bsor 


Bassick Co., The ... aie 28 
; . Letterex Corp., The 
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Bell G Howell Co. Phillipsburg Inserters 18,19 


Ross 


Agency—Dale 


Beli Telephone System 3 
. NV Aver 


Agency 


Manpower, Inc. 


Borroughs Mfg. Co. 65 — 
Agency—Rolar , a 


Bruning Co., Inc., Charles 9 — me? ee 


Agen 


Agency—Channe 
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Eastman Kodak Co., 


Photo Reproduction 
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Friden, Inc. 
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NEW YORK 10: 212 Fifth Ave., MUrray Hill 9-4411, 
Area dial code 212. James E. Neary, IP.» Fred G. Stein- 
hilber, George A. Tice, Lawrence S. Lawler, Harry J. 
Guckert, Raymond J. Hagan: 


CHICAGO 1: 228 N. LaSalle St., STate 2-2911. Area dial 
code 312. Fred Bernard, Jerry C. Noack, Phil Sullivan. 


LOS ANGELES 5: 740 S. Western Ave., DUnkirk 7-6149, 
Area dial code 213. Dunkle/Lehman Co. 


88 


. 


*, Administrative Management Business Department es 
: % 212 Fifth Ave., New York 10, N. Y. “Gii)): 
%, io John M. Smythe, GENERAL MANAGER % g 


James E. Neary Jr., PUBLICATION AND ADVERTISING MANAGER 


SAN FRANCISCO 11: 420 Market St., SUtter 1-8854, 
Area dial code 415. Dunkle/Lehman Co. 

LONDON W 1: 44 Conduit St., phone Regent 4714. Bray- 
ton Nichols, American Magazine Group. 

PARIS 17: 186 a Malesherbes, phone Carnot 78-75. 
Gerard Lasfargu 

WEST GERMANY: “Melemstrasse 16, Franfurt am Main, 
phone 5-5-9624. O. E. Boline. 


ADMINISTRATIVE MANAGEMENT 
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